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1.  Creating Purchase Orders 

 
 
2.   

 
 
 
 
 

Click on 
“Purchase 
Orders”

Click on “Create 
PO”; go to next page 
of manual.
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3. 

 
 
 
 
 
 
4.   

 
 
 
 
 
 
 
 
 

Select “From 
Requisition” and click 
“Submit” 

2.  Click on the link to the 
PR; go to next page of 
manual. 

1.  Change this drop 
down to read 
“Related Sites” 
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5.   

 
 
 
 
 
 
 
 
6. 

 
 
 
 
 
 
 
 
 
 

Select the line items from the PR, you may 
click each desired box, or hit “Select All” to 
choose all the LI’s, then choose “Create” 

Normally you will 
choose a system 
generated mask number 
from the drop down; go 
to next page of manual. 
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7.  Navigator (helps find PR’s) 

 
 
 
 
8. 

 
 
 

Click on 
“Navigator”, 
this will let us 
view the PR. 

Click on the link to the 
PR; go to next page of 
manual.
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9. 

 
 
10. 

 
 
 

We are now in the 
main PR information, 
you may look at the 
information as you 
choose.  To exit the 
PR, click “Navigator”.

Click on the link to the PO, 
or “Award” to get back to 
the PO that you have begun; 
go to next page of manual. 
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11.  Required Fields (Main:General) 

 
 
11A. 

 
 
 
 
 
 

1.  Fill in the 
required fields: 
Issuing office 
as “BPD”, 
vendor, CO, 
PP/S Code, 
and the Admin 
Office if it 
does not 
default over.  
The CO is you 
if using a 
credit card; it 
is the 
appropriate 
CO for a hard 
copy. 

3.  IF a 
service,  
Period of 
Performance 
must be 
entered (but 
NOT here).  
Enter under 
“Additional 
Information” 
in the 
“Performance 
Start Date” 
and 
“Performance 
End Date” 
fields.

1.  Make sure you 
click “Additional 
Info.” 

2.  If a service, make 
sure you enter 
“Performance Start 
Dates” and “End Dates” 
in this section. 

3.  If a credit card order, 
enter the real name of the 
vendor in the field marked 
“Credit Card Vendor”; go to 
next page of manual. 

2.  If the 
vendor you are 
awarding to is 
not available 
from pick list, 
see “Adding a 
Vendor to the 
Database” on 
page 35 of this 
manual. 
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12.  Supporting Documents 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.  Click 
“Supporting 
Docs” to see any 
attachments. 

2.  Click on the 
link to the 
attachment to 
view it; go to next 
page of manual. 
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13. 

 
 
 
 
14.  Vendor 

 
 
 
 

The “Work Plan” pops up 
to view.  Close it out 
when through viewing or 
printing. 

1.  Click on 
“Vendor.”

2.  Click on the link to the 
vendor’s address next to 
“Purchase Order”; go to the 
next page of  this manual. 
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15. 

 
 
16. 

 
 
 

Click on the look 
up button next to 
“Address Code.” 

1. Choose 
“External” 
from the 
Address 
Type drop 
down. 

2.  Then 
click 
Display. 
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17. 

 
 
18.

 

2.  The correct address fills 
in, and unfortunately at 
this time for DO’s, you 
must do this for both 
address links (“Mailing” 
and “Remit To”) 

Select the Address Code 
(DUNS Number).  DO 
NOT SELECT THE 
WORD “MASTER” 
EVER. 

1.  The 
DUNS fills 
in.

3.  Choose 
“Submit”. 
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19. 

 
 
 
20. 

 
 
 
 

The DUNS and the 
correct address now 
fill in.

Click on 
the “Main” 
tab; go to 
next page 
of manual. 
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21.  Text/Statements 

 
 
 
 
 
 
 
 
22. 

 
 
 
 
 
 
 
 
 
 
 
 

1.  Click 
on 
“Text”. 2.  If you wish to 

insert standard 
notes in the 
Header or 
Footer, click on 
“Statements.”  
(See example 
below.) 

Click on the link to the statement 
you want to insert; go to next page 
of manual.

Note:  The “Description” and 
“Notes” do not print, but the Header 
and Footer sections will print. 

If necessary, click here 
to preview text, prior 
to actually inserting.
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23. 

 
 
 
 
 
 
 
 
24.  Payments 

 
 
 

It fills in the “Header 
Text” field. 

1.  Click on 
“Payments.” 2.  Click on the 

look up button; 
go to next page 
of manual. 

THIS ONLY NEEDS TO BE DONE IF YOU ARE 
NOT USING NET 30/PROMPT PAY. 
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25. 

 
 
 
 
 
26. 

 
 
 
 
 
 
 
 

2.  Choose the 
appropriate 
payment terms. 

1.  This defaults to “10”, you may 
change it to “15” and click “Display”, 
to see all available payment terms. 

All the information fills in; go to next 
page of this manual. 
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27.  Editing Items 

 
 
28. 

 
 

 
 
 
 
 

Click on “Edit” or the hyperlink 
to edit the line item information. 

Change the necessary 
information, I changed the 
quantity from 4 to 3, and 
you can see the amount 
recalculated; go to next 
page of this manual.

NOTE:  There is no check box to make a line item NTE, 
you must include it in the description. 
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29.  Adding Items 

 
 
30. 

 
 
 
 
 
 
 
 
 
 
 

Click “Add” if you wish to put on a new 
line item, for something like shipping. 

1.  You would choose 
“New” since this line item 
will not be tied to anything.

2.  Choose 
“Submit”; 
go to next 
page of this 
manual. 
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31. 

 

 
 
32.  Ship To Information 

 

Enter in the 
required 
fields: 
Description, 
Product/ 
Service Code, 
Qualifier, 
Quantity, 
Unit of Issue, 
Unit Price, 
Amount. 

1.  Click on 
“Ship To.”

2.  Click “Add”; go to 
the next page of this 
manual. 

NOTE:  There is no check 
box to make a line item 
NTE, you must include it 
in the description. 
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33. Accounting 

 
 
 
 
 
 

1.  Make sure the 
address is correct, 
and enter in the 
Days After Award 
or Delivery Date. 

2.  The amount should be 
for the full line item 
amount unless you are 
using 2 shipping 
addresses. 

3.  Click “Add”; go to 
the next page of this 
manual. 
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34. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.  The first 
five accounting 
fields WILL 
NOT default in 
with the 
exception of 
USSGL. 

2.  The percent 
should be 100 and 
the amount 
should be for the 
full amount of the 
line item, unless 
you are using 2 
accounting codes, 
to fund the PO. 

3.  Choose “Submit”, or 
press calculate if you have 
changed either the amount 
or percent, then choose 
“Submit”; go to the next 
page of this manual. 
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35. 

 
 
36. 

 
 
 
 
 
 

“Submit” the accounting and 
shipping information. 

The information fills in; go to the next 
page of this manual. 
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37.  Warranty, Maintenance, Lease, etc. 

 
 
38. 

 
 
 
 
 
 
 

2.  If the line item is 
a warranty, lease, 
maintenance 
agreement, etc. then 
click “warranty” 

3.  Click 
“Add”. 

Choose the 
correct “Interval 
Type”; go to the 
next page of this 
manual. 

1.  Note we 
are in a 
line item.
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39. 

 
 
40. 

 
 
 
 
 

Choose the “Type of 
Warranty”. 

1. Enter in the Dates, 
# of intervals, and 
description 

2.  Click “Calculate” and then 
“Submit”; go to the next page 
of this manual.
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41. 

 
 
 
 
42.  Form Information 

 
 
 
 
 
 
 
 

1.  The info. 
fills in. Yeah! 

2.  Click 
“Return.” 

1.  Click on 
“Form 
Info.”

2.  Click on 
“Change Form”; go 
to the next page of 
this manual. 
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43. 

 
 
44. 

 
 

Choose the correct 
“Form” by clicking the 
link.

The form info fills in.  If necessary, 
you can override system calculated 
information on the form, by 
clicking “Edit”; go to the next page 
of this manual. 
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45.  FPDS (only for under $25,0000) 

 
 
46. 

 
 
 
 

2.  You only need to enter in the 
reporting information if it is 
under $25,000, click “FPDS” if 
this applies. 

Select “FPDS 
281” and then 
click on 
“Submit,” make 
sure the form 
version is 
current; go to 
the next page of 
this manual. 

1.  Make sure 
you are in the 
“Main:General” 
tab. 
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47. 

 
 
 
48.  Validations 

 

Click 
“Validations”, 
go to the next 
page of this 
manual. 

1.  Fill in all 
the 
information.

2.  If this field is not 
“Yes” or “No” then 
leave it blank.3.  SAVE THE 

INFORMATION 
FIRST, THEN 
SUBMIT IT.  

4.  “Submit” the information; 
Yeah! Go to next page of 
manual.



Page  

 

28

 
49. 

 
 
 
 
50.  Viewing/Printing Form 

 
 

If you see “No Errors Found” then you may proceed.  
Otherwise, correct the errors/omissions as directed. 

Go to the “Main: 
General” tab, then 
click “View Form.” 
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51. 

 
 
 
 
 
 
 
 
52. 

 
 

Choose “Open” to view 
the form and print it off; 
go to the next page of this 
manual. 

Here is the 
print icon.  
Close the 
box after 
you have 
printed the 
PO. 
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53.  Approving/Routing 

 
 
54. 

 

Return to the 
“Main:General” tab and 
“Self Approve” the 
document if you are the 
CO otherwise route it to 
the appropriate CO for  
approval; go to the next 
page of this manual. 

If you are the CO and 
you click on “Self 
Approve,” then enter 
the approval 
password and click 
“Mark Approved.” 
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55. 

 

If you need to route 
the document then 
click on “Route”; go 
to the next page of 
this manual. 
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56. 

 
 
57. 

 
 
58. 

 
 
 
 

1.  Choose your default list in 
“Private List” or create a “New 
List” if you have not set up a default
list.  Be sure to add the CO as an 
“Approver” (not “Reviewer”). 

2.  Choose 
“Submit.” 

Choose “Send” if 
the Route is 
correct, or use the 
buttons at the top 
to add an 
approver or 
reviewer, or to 
change the order 
of routing. 

You may choose to add comments or skip 
them for the person receiving the document; 
go to the next page of this manual. 



Page  

 

33

 
59.  Delivery Orders/Task Orders from External Contracts (e.g. GSA 
Schedules, NASA, IRS, etc.) 

 
 
60. 

 
 

Click “Delivery/ 
Task Orders” 

Click “Create DO/TO.” 
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61. 

 
 
 
 

1.  Select the 
“External” 
button. 

2.  Type in 
the contract 
number.

3.  Choose what to 
create the DO/TO 
from.

4.  Choose “Continue”; 
go to the next page of this 
manual. 
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62. 

 
 
 
 
63. 

 
 
 
 
*PLEASE REMEMBER: FOR DO’S, YOU MUST CHANGE THE VENDOR 
CODE FOR BOTH ADDRESS LINKS (“MAILING” AND “REMIT TO”).  SEE 
PAGE 9 (PRINT SCREEN 14). 
 

1.  If you chose to create 
from PR, then click the 
correct PR link. 

2.  Select 
the line 
items.

3.  Click 
“Create.” 

Choose the 
appropriate 
mask. 

3.  The rest is the same as a 
general PO; go to the next page of 
this manual.
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64. Adding a Vendor to the Database 

 
 
65. 

 
 
 
 
 
 
 

Click “System Setup.” 

Click “Vendor”; go to the 
next page of this manual. 
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66. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click “Add” to 
put the info. in 
the Prism 
database. 

Go to the next page of this manual. 
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67. 

 

1.  You must enter in vendor code, 
name, contractor type, and 
DUNS (but DUNS and vendor 
code are the same and it fills in 
on its own from the vendor code).

2.  In addition, it is a good 
idea to fill in as much 
information as you know; 
go to the next page of this 
manual. 
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68. 

 
 

This is dummy information I 
created, but see how the Vendor 
Code and DUNS are the same 
number. 
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69. 

 
 
 
 
 
 
 
 
 
 
70. 

“Submit” this 
information; 
go to the next 
page of this 
manual. 
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71. 

 
 
 
 

The information has 
been saved; now 
click “Return” to 
view it in the 
database. 

1.  Click the SEND button so 
this info is sent to the Oracle 
financial database. 

2.  The vendor has been successfully added and will now 
be available for selection on a PO or DO/TO. 


